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Mr. John Waf
XYZ Electronics, Inc.
345 Circuit St.
Anytown, MA 12345

Dear Mr. \Wat,

First Paragraph __State the reason for the lefter, the specific position

or type of work for which you are applyind and indicate from which ré-
source (p\ocement center, NEWS media, friend, efc.) you \earned abouf
the opening.

second paragraph —Explain why you are interested inthe position, the
company, efc., and what you can do for the employer. [fyouared recent
graduate, explain how your academic packground makes you d quali-
fied candidate. f you have had somé pracfical work experience, point
out your specific achievements Of unique quoliﬂcoﬂons. Remember
__do not copy information directly from your resume.

Third paragraph— Refer the reader to the enclosed resume Of applica-
tion which summarizes your quoliﬂco’ﬂons gnd fraining. (This can also
pe included of the end of the second porogroph.)

Final Purugruph——\ndiccte your desire fora persondal interview and your
flexibility as to the time and place. include your phone number and offer
any assistance to help obtain d speedy response. Close with @ state-
mentora question to encourage @ response. For example, stafe that
you will call on a certain date fo setupan inferview.
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